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Newsdletters are an inexpensive and effective way to
share information with our customers. Through areg-
ular newsletter you can keep local producers and nat-
ural resource stakeholders informed on important
conservation activities and program information.

Getting started

You need to put some serious thought into your
newsletter before sitting down to write the first arti-
cle. Making a solid plan will ensure that the newslet-
ter will help; you reach your goals. Here' s some
items and questions to consider.

| dentify your purpose

To have a successful newsletter, you need a goal.
Why do you want to develop a newsletter? Talk to
colleagues and potential readers about topics they’d
like to see covered in the newdl etter.

Choose a name

Make it catchy and informative. You want the name
to smply capture the newsletter’s intention or con-
tents and be memorable.

Choose a format
Will the newdletter be printed and mailed, emailed, or
posted on your website? How many pages will it be?

Set a distribution schedule

How often will the newdletter be distributed?
Weekly? Biweekly? Monthly? Quarterly? Consider
how much time will be required to produce each
issue?

Set a production schedule

This includes setting a timeline that corresponds to
the distribution schedule, and making assignments.
Who will write/choose the articles? Who will edit the
articles and the newdletter? Who will prepare and for-
mat the newsletter?
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Develop adesign

Many decisions need to be made in the design area
and how you want the newsletter to look. Some will
be made right away, others will be made as you go

along and try some different things.

Do you have adesign in mind? Can you design it
yourself or do you need to hire a professional design-
er to give it afresh look? How many pages will it be?
Will the newsdletter be one, two or three columns?
Will it be black and white, two color, or four color?

Consider spacerequirements

Will your design include text only, or allow for pho-
tos, charts, and other images? If you include photos
or images, remember that you won't have as much
room for text, but they attract readers attention.

A saferuleisto plan for 3 to 6 items per page.

Choosing/writing articles

» Vary articles content to include different writing
styles and various topics. Some newsletter authors sug-
gest including useful articles, fun articles, and recogni-
tion/success stories.

» Keep articles brief and language ssimple.

* Run articles that will be current for a month (or howev-
er long it takes to produce the newsletter).

* Include conservation tips, your website information (if
you have one), a calendar of special events, how-to's,
and success stories.

* Provide alist of related conservation website addresses
where readers can find more information.

« Use atitle for every article, and a caption for every
photo/image.

¢ Create a paragraph to include at the bottom of every
issue that explains your organization’s mission.

» Double-check your spelling and grammar.
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Develop a mailing list

Whether sending through the U.S. mail or email, take
the time to develop athorough list. Keep it up to date
and work to expand it. The more people who see your
newsletter, the more conservation you'll help get on
the ground.

Print enough copies

You'll need to know how many copies of the newslet-
ter you need before you receive printing estimates.
Make sure to print enough copies to send to everyone
on your mailing list, to share with partners, appropri-
ate personnel within your organization, and extras to
have available in your office.

Proof read, proof read, and proof read
Before sending your newsletter off to print or posting
on the web, make sure to run spell check and gram-
mar check. Print out a hard copy for a final proofread-
ing. It's always a good idea to have another person
give it one last read before sending it to print. Typos
and poor grammar turn readers off. You want to make
sure your newsletter is professional.

Printing

It's agood idea to shop around or get quotes from
various printers, to ensure you get the deal that best
fits your needs and budget.

Will you print copies in the office? Do local printers
print newsletters? Do any of the printers mail or
deliver newsletter copies? Will the local newspaper
print the newsletter?

Budget

Consider costs for printing, mailing, and special mate-
rias, if needed. Do the costs fit within your budget?
If printing costs are too steep, consider downsizing
the newdletter (number of pages), printing in just
black and white, posting the newdletter on the web, or
emailing them to customers.

Be creative and have fun

Your newsletter can be an entertaining, enjoyable and
informative way to communicate important
conservation information to your customers.
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